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Adding a User to a Location

Adding users to WebSub begins on the Manage Users page. An Agent Administrator will have the ability
to add additional users for their specific

location. Manage Users
. . Authorized Users - Agent Location
Step 1. An Agent Administrator will Ations userin et s Hame User e
. . Modify | Delete 2161 AADMING Agent Administrator User
first need to |Og n. Modify | Delete 2261 AORR Anita Orr Administrator
Wodify | Delete 141 CMUNOZ Conrad Munoz Administrator
Modify | Delete 1461 CTEST CandyTest Test Administrator
Modify | Delete 231 JDOE3 Jane Doe Administrator
1 “ ” Modify | Delete 1061 KJASO kimberley jaso Administrator
Step 2 CIICk Manage Users On the Modify | Delste 1781 KMCKEE1 Kathy McKee Administrator
Actions menu to see a list of Wodify | Delete 2323 sPI@ SH#Spl@* Administrator
. Modify | Delete 2324 SWHITE1 snow white Administrator
your IOcatlon’S users. Wodify | Delete 222 XHAMIL Dan Hamilton Administrator
Export datato Excel /| Genepé
Step 3. Click “Add New User. !

Manage Users Page

Step 4. You are required to conduct a search to make sure the user does not exist. Search by first
and last name (minimum of one letter in each field) or by Username (must be an exact match).
Click “Search”.

Step 5. If no matches are found for your search criteria you will get Error 5020 - No user was found
for the criteria entered.” Click “Add New User.”

If the search returned
results and there is an

. L d
exact match, add this web Agent [ e e it LosstioreAgert Locmton
Registration and Titling

user by Cllcklng Wab-based Motar Vehicis
“select.” Search for a WebAgent User
You must first check to make sure the user does not already exist
Searchby  First Name and Last Name
“ or ——————
Step 6. Ent_er the User Searchby  User Name /
Details” information. -(
.
The e-mail address —_—
entered is where Search Page

WebSub will send the
e-mail containing the user’'s username and temporary password.

Step 7. Assign “Authorized Actions” to this user as either an “Administrator” or a “User.”

Step 8. Click “Save” to add the User.
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Modifying Users

To make changes to a user, the Administrator must first locate the user. To view users at your location:

Step 1. Click “Manage Users” on the

i Manage Users
Actions menu.

Authorized Users - Agent Location
Actions. User 0 User Name + Hame User Type

. . R Modify | Delete 2161 AADMINA Agent Administrator User
13 i1 -
Step 2. Click “Modify” under Actions Wodi, | Delete 2281 AORR Anita Orr Adminisirator
. Modify | Delete 141 CMUNOZ Conrad Munoz Administrator
beside the user. The Modify | Delete 1451 CTEST CandyTest Test Administrator
Add/Modify User page will e S ———— — s

open.

Step 3. Make changes to User Details and Authorized Actions as needed.
Modifying a user’s first or last name will not change the Username.

Step 4. Click “Save”.

Deleting Users

When a user no longer requires access to WebSub, they should be deleted by an Administrator.

Step 1. Click “Manage Users” on the
Actions menu. The users for
your location will be listed.

Manage Users

Authorized Users - Agent Location
User D User Name ~ Hame User Type

Acti
I'Jlodiﬁ'l 2161 AADMINA Agent Administrator User
Modify | Delete 2261 AORR Anita Orr Administrator
Step 2 From the I|St Of users Under Maodify | Delete 141 CHMUNOZ Conrad Munoz. Administrator
' ) ! Modify | Delete 1461 CTEST CandyTest Test Administrator
the Actions e S SRS (RS
column, click “Delete” beside
the user.

A user must be deleted seperately from every location they are associated with and deleting
a user will not delete their work. Once a user is deleted, they can be added by going through
the “Add a New User” steps above.
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